 



Contract: 	2-year fixed term (with review for continuation)

FTE: 		0.8 (4 days / 30 hours per week)

Salary  		£45,000 – £52,000 FTE (pro rata £36,000 – £41,600)

Reports to: 	Director of Training

Line-manages: Admissions Team

Works closely with: Programme Leaders, Finance, Data & Strategy Manager, Operational Manager 

Regulatory Interfaces: Office for Students (OfS), Staffordshire University, SEG and PSRBs (UKCP, BACP, UKATA, EARTA).


Purpose of Role


To oversee academic quality, compliance, and accreditation processes, ensuring that SPTI meets all regulatory and partnership standards across its training provision, including SEG-regulated foundation-level programmes.


Key Responsibilities

A. Quality Assurance

· Maintain and update SPTI’s Quality Assurance Handbook and related policies.
· Develop, maintain and enhance internal review processes and those relating to external partners. 
· Ensure processes align with Staffordshire University academic regulations and PSRB requirements.
· Lead annual monitoring, moderation, and review cycles.
· Co-ordinate responses to external examiner reports and accreditation visits.
· Oversee implementation of actions from audits and reviews.

B. Regulatory Compliance

· Monitor compliance with OfS Conditions B–E and related policies (including Safeguarding, EDI, Prevent, Freedom of Speech).
· Ensure CMA compliance through internal monitoring and updates to marketing and recruitment.
· Maintain registers of policies, review dates, and responsible owners.
· Provide compliance updates to Directors and regulatory bodies.

C. Student Voice and Engagement

· Oversee Student Representative systems and feedback processes.
· Ensure student feedback is gathered, analysed, and acted upon effectively.
· Report student voice outcomes to relevant committees.
· Analyse external student feedback (NSS), report to senior leadership team and coordinate responses.
 
D. Line Management and Coordination

Line management of the admissions team and responsibility for oversight and updates to the admissions and recruitment processes 

E. Cross-Institutional Collaboration

· Work with Programme Leaders on academic quality and enhancement.
· Collaborate with the Finance, Data & Strategy Manager for alignment of academic and financial data.
· Liaise with the Operational Manager to ensure operational processes support compliance.
· Act as primary contact for Staffordshire University QA team, PSRBs, and SEG.

Governance and Reporting

Reports to the Director of Training. Ensures alignment of academic quality and regulatory compliance across OfS, Staffordshire University, SEG, and PSRBs. Provides quality and compliance reports for Directors and supports maintenance of accreditation and validation standards.
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Person Specification 



	CRITERIA 
	ESSENTIAL
	DESIRABLE

	Qualifications or training
	· Degree or equivalent qualification in quality and compliance, or equivalent gained through minimum of 3 years’ experience in a similar role 
 
	· Leadership and management qualification
· Project management qualification  
· Undergraduate or master’s degree 
· Further relevant professional qualifications e.g. psychotherapy education and management, professional development in quality assurance, compliance or governance 

	Knowledge & experience 

	
· A minimum of two years’ quality assurance and compliance experience at management level 
· Designing and/or implementing systems related to quality and compliance management. 
· Experience of identifying, managing and implementing strategic change to meet regulatory targets and requirements  
· Experience of management, motivation and supervision of a small staff team. 
· Experience and skills in external communications including client/customer service interaction 
· Experience of managing complex workload and ensuring business timescales are managed appropriately
· Experience of driving and leading business performance against agreed targets in a positive and collaborative manner 
· Experience of driving business performance against agreed targets
· Experience of working effectively and collaboratively with a wide range of internal and external stakeholders 
· Experience of data input, analysis and creation of management reports
· Proven experience of report writing to a high standard 
· Experience of managing change and conflict when addressing quality and compliance 
· A working knowledge of GDPR legislation and CMA compliance 
· Experience of strategic planning

	
· Experience of working with and managing quality assurance processes within a Higher Education setting 
· Awareness and experience of the delivery of counselling and psychotherapy training 
· Experience of working with OfS and university academic regulations 
· Experience of working with PSRB compliance in the psychotherapy training delivery sector.
· Experience of working with higher education academic and regulatory processes
· Demonstrable knowledge of OfS conditions and processes




	CRITERIA 
	ESSENTIAL
	DESIRABLE

	Skills & abilities
	
· Ability to work independently and with a high level of autonomy 
· Exceptional planning and organisational skills including meeting management deadlines 
· Ability to analyse and ensure data integrity and report on data
· Evidence of excellent IT skills including Microsoft office, advanced Excel and databases 
· Excellent written and verbal communication skills with attention to detail and accuracy
· Ability to produce and analyse management reports and present to directors 
· Knowledge and understanding of Data Protection legislation and best practice
· An ability to use initiative and prioritise a complex workload and oversee workload of others
· An ability to consult and share decision making with the senior team
· An ability to follow instruction and seek supervision appropriately 
· Ability to lead by example and to work collaboratively 
· Skills and confidence to manage change and conflict
	· Experience of working with and managing quality assurance processes within in a Higher Education setting, counselling or training or social care setting 
· Awareness and understanding of HE Student Finance and forthcoming changes to LLE 
· Understanding of HESA data processes and NSS 



	Personal attributes
	· Highly developed interpersonal skills
· Highly motivated and able to use own initiative
· Have a positive, warm, relational approach to management and team working
· Personal qualities of robustness, integrity, openness and honesty
· Commitment to own personal and professional standards and development
· Commitment and willingness to contribute to the wider life of the Institute
· Commitment to equal opportunities and diversity
· Ability to keep calm under pressure


	 

	CRITERIA 
	ESSENTIAL
	DESIRABLE

	Other requirements
	· Excellent record of attendance and punctuality
· A commitment to and belief in the value of counselling and psychotherapy training and provision
· Should not have been found guilty of professional misconduct 
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